
Rep logs plans 
out to client using 

electronic 
signature

Rep notes plan 
ck #

Rep logs plans 
into CDS

Client picks up 
plans for 

resubmittal

Client comes into 
One Stop and 
requests permit

Plan placed in 
pick up bin

Client is notified 
that plans are 

ready for pick up 
for corrections or 

permitting.

YES/NO?

Starts 
Resubmittal 

Process

End

Plans Coord. 
determines if all 

reviews are 
completed

Plans Coord. 
picks up plans - 
logs out of CDS 
noting plan is in 

One Stop

Completed 
reviews placed in 
"out bin" pickup 
by plans coord.

Plan reviewer 
reviews plans 
according to date 
submitted

Plans 
coordinator 

makes note that 
plans are "in bin" 

in DQC

Plans 
coordinator tags 
plans according 
to review type.

Plans placed in 
plans 

coordination

Rep collects 
fees and gives 

client receipt

CDS 
automatically 

assigns plan ck 
number

Rep checks 
plans to ensure 

submittal is 
complete

Client submits 
plans to  One 

Stop Shop

SINGLE FAMILY RESIDENTIAL SUBMITTAL  YES

NO



Rep places city 
approved 

building set in 
Records 

Rep gives client 
copies of plans 
and inspection 

job card

Rep collects 
fees and gives 

client receipt

Rep checks 
CDS to ensure 

plans are 
approved 

Client requests 
permit from 

One Stop Shop

Rep generates 
all permits for 

the project

Rep pulls plans 
from 

Coordination 
bins

SINGLE FAMILY RESIDENTIAL PERMIT PROCESS


